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1 REQUIRED READING 
 
 

1.1 INTRODUCTION 
 
Welcome to the Marine Corps Performance Evaluation System (PES) Windows Front 
End (WinFE) Application.  This application, in conjunction with Marine Corps Order 
P1610.7E Performance Evaluation System Manual (Short Title: PES), is designed to 
assist in the preparation of a new fitness report form.  The application is designed for the 
novice user to install and operate, and assumes familiarity with Microsoft Windows 
95, Windows 98, Windows 2000, or Windows NT operating systems.  The 
application includes a standard Microsoft Windows user interface and provides help 
functionality.  Please refer to MCO P1610.7E for Marine Corps fitness report policy 
guidance. 
 

1.2 COMMANDANT’S GUIDANCE 
 
The completed fitness report is the most important information component in manpower 
management. It is the primary means of evaluating a Marine's performance and is the 
Commandant's primary tool for the selection of personnel for promotion, augmentation, 
resident schooling, command, and duty assignments. Therefore, the completion of this 
report is one of an officer's most critical responsibilities. Inherent in this duty is the 
commitment of each Reporting Senior and Reviewing Officer to ensure the integrity of 
the system by giving close attention to accurate marking and timely reporting. Every 
officer serves a role in the scrupulous maintenance of this evaluation system, ultimately 
important to both the individual and the Marine Corps. Inflationary markings only serve 
to dilute the actual value of each report. Reviewing Officers will not concur with inflated 
reports. 
 
 

1.3 MISSION 
 
This user’s manual provides instructional information for the installation and operation of 
the PES WinFE application.  It includes an overview of system requirements, an 
explanation of system functionality, and a description of the help topics provided within 
the application.  The application, supported by this user’s manual, provides step by step 
assistance to Reporting Officials in completing the new fitness report form. 
 
Please note that the help topics provide basic information and reference for specific 
policy and procedural guidance contained in MCO P1610.7E. The help topics 
deliberately lack detailed text from the MCO to ensure that future changes to the MCO 
do not necessitate major updates to this application.  
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1.4 SYSTEM OVERVIEW 
 
The PES WinFE application is designed to run on a Microsoft Windows95, Windows 
98, Windows  2000, or Windows  NT based IBM compatible personal computer and a 
laser printer set to letter quality print.  While PES WinFE will run on a networked 
computer, a network is not required.  To print fitness report forms, the user may use a 
local printer (one connected directly to the PC) or a networked printer, if available.  
Ensure the printer uses black ink.  Do not submit fitness reports printed on dot matrix, 
ink jet, or postscript printers. They will not be accepted by HQMC. 
 
PES WinFE is designed to run on systems with a 14" monitor (measured diagonally) or 
larger, using small fonts, at a screen resolution of 800 x 600.  If you do not know, or 
believe you need to change your font or screen resolution settings, contact your local 
Information Systems Coordinator (ISC), Information Systems Management Officer 
(ISMO) or G-6.  Properly configured, approximately two-thirds of each page of the 
Fitness Report will fit on your screen.   Computers with large monitors may, if desired, 
be set to higher screen resolutions, allowing more of the fitness report form to be 
displayed on the screen. 
 
Additional information on minimum system requirements, such as free hard drive space 
and RAM are included in the Section 1.5. 
 
 

1.5 MINIMUM SYSTEM REQUIREMENTS 
 
Microsoft Windows 95/Windows 98/ Windows 2000/NT 4.0: 
 

486/33Mhz processor  
30 MB free hard disk space 

    16 MB RAM (32 MB recommended) 
    14 “ SVGA Monitor (800 x 600 resolution) 
    HP LaserJet II (or equivalent printer) in letter quality mode 
 
Installation of Microsoft Word 97 or Word 2000 is highly recommended for the use 
of the spell check option but is not required for WinFE to work properly.  
 
 

1.6 DATA SECURITY  
 
Per paragraph 7001 of MCO P1610.7E, reporting officials must safeguard the sensitivity 
and privacy of fitness report information.  This information must not be provided to 
others, left behind upon detachment (to include computer hard drives), or maintained as a 
system of organizational files. 
 
To support the safeguard of fitness report information, this application is designed to save 
data to floppy disks (A: drive).  Reporting officials are discouraged from saving fitness 
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report data to their hard drives.  Should the need arise to save  fitness report 
information to a hard drive, the reporting official must ensure  that appropriate 
security measures are taken, and that all files are removed prior to their detachment 
or upon replacement of their computer hardware
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2 GETTING STARTED 
 

2.1 INSTALLATION/UNINSTALLATION OF THE SOFTWARE 
 
The application can be installed from the WinFE CD-ROM.  Before you begin installation, close 
all other window applications.  Also, ensure that your system meets the minimum specification 
in Section 1.5. 
 
1. Before you begin, close all other Windows applications . 
2. Insert the CD-ROM in the CD-ROM drive.  The installation program is designed to start 

automatically on most PCs.  If the installation program begins, go to step 6 or 10.   
3. If you need to start the installation manually, from the Start menu, choose Settings, then 

Control Panel, and then Add/Remove Programs . 
4. Click [Install] on the Add/Remove Programs Properties window.  Then click [Next] on the 

Install program from Floppy Disk or CD-ROM window.   
5. Setup.exe should appear in the “Command line for installation program” input box. If it does 

not, click [Browse] and select the Setup.exe program on the CD-ROM. Then click [Finish]  
on the Run Installation Program window. 
 
If a previous version of PES already exists on this computer, the Maintenance Window 
will appear.  If this message does not appear, proceed with step 10 below. 
 

6. To Modify the previously installed version, choose [Next], select the components you would 
like to add, then choose [Next], and [Finish].   

7. To Repair the previously installed version, choose [Repair] then [Next] and finally [Finish]  
8. To Uninstall WinFE choose [Remove], [Next], and [OK] when the message box appears.  
9. To cancel the Maintenance of the previous version, click [Cancel]. 
 

If there isn’t a previous version installed, installation will begin. 
 

10. Click [Next] on the Welcome to PES WinFE window. 
11. Uncheck the check box on the PES Component window if you do not want to install the 

user’s manual at this time. 
12. To install the application in the default location, click [Next] on the PES Component 

window. To install in a different location, click [Browse], choose a different location and 
click [OK].  Then click [Next] on the PES Component window. 

13. The install program will now copy the PES program files to your hard drive.  A message 
will appear stating that the installation is finished.  Click [Finish]. 

  
CONGRATULATIONS!  You have successfully installed the PES WinFE Application.  To Run 
the WinFE application, double-click the PES Icon on your Windows Desktop. 
 
You now have access to the application. If you are experiencing any problems, refer to Section 
1.5 or contact your local Information Systems Coordinator (ISC), Information Systems 
Management Officer (ISMO) or  G-6. 
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2.2 TOOLBAR FUNCTIONS 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Figure 2-1  Toolbar Functions 

Prints the fitness report 

Closes the fitness report 

Exits the PES Application 

Moves to the first page of the fitness report.  If the form is at the 
first page then it will open the last window of Interview Process 
 

Moves to the previous page of a fitness report 
Moves to the next page of a fitness report 
 

Moves to the last page of the fitness report 
 

Creates a new Addendum Page 
Finalizes the report 

Deletes the last Addendum Page 

Opens a Help Window

Starts a new interview process 

Undo last change (except                            
deleted Addendum Pages) 
 

Paste 
 

Copy 
 

Cut 
 

Starts a new fitness report 
Saves the fitness report 

Makes the report a draft 

Go to a specific page 

Go to page 5 of the fitness report 

Spell Check 
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2.3 MENU FUNCTIONS 
 

 
 
 

 
 
 
 
     
          

 
 
 

Figure 2-2  File Menu Functions 

Starts a new fitness report 

 

 

 

Saves the fitness report under the default file name 

Saves the fitness report under a new file name 

Prints the fitness report 

Prints a blank fitness report 

Prints a blank addendum page 

Exits the PES WinFE Application 
Closes the fitness report 

Starts a new interview process 

Start a new fitness report 
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Figure 2-3  Edit Menu Functions 

 
 

2.4 HELP FUNCTIONS 
 
Help functions may be accessed from either the toolbar or the system menus as shown below. 
 
 
 

 
Figure 2-4, Help Functions - Toolbar 

 

  
Figure 2-5, Menu Help Function 

 
 
 

Undo the last change 
 
Cut to the Windows clipboard 
 
Copy from the Windows clipboard 
 
Paste from the Windows clipboard 
 
Identifies these functions are shown on the toolbar 
 
Checks the spelling in the document 

Opens the Help Window 
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When help opens, the contents tab allows access to help by individual sections of the fitness 
report. 

 

 
Figure 2-6, Help Topics - Contents 

 
 
Click on the index tab allows access to help by key words.  
 

 
Figure 2-7, Help Topics – Index 
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By expanding a section, the user can choose any item from that section. 

 
Figure 2-8,  Help Topics - Section 

 
 
By expanding the item, the user can get information about any sub items available.  

 
Figure 2-9, Help Topics - Item 

 



04/12/2001 2-7  
PES 

At the lowest level of the help, the user can see the detailed information about the section, item 
or sub item that has been selected. 

 
Figure 2-10, Help Topics - Detailed Information 

 
 

2.5 RUNNING THE APPLICATION 
 
When a user first opens this application, the initial screen displayed is the Title Screen.  A  
user has an option to click [OK] to continue or [Cancel] to terminate the application and return 
to the Windows Desktop. 

 
Figure 2-11, Title Screen 
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The next screen will ask the user to “Please Choose One of the Following” options. Choose the 
appropriate option.  After selecting the desired option, click [OK] to continue or [Cancel] to exit 
the application. 
 

 
Figure 2-12,  Select Action 

 
Reporting Senior (RS) Action - will allow an RS to prepare and complete a fitness report and 
an Addendum Page.  For detailed instructions on how to use this portion of the application, see 
Section 3 – Reporting Senior Action.. 
 
Reviewing Officer (RO) Action - will allow an RO to review a fitness report and create an 
Addendum Page. For detailed instructions on how to use this portion of the application, see to 
Section 4 – Reviewing Officer Action. 
 
Marine Reported On (MRO) Action - will allow the MRO to complete and review an 
Addendum Page.  For detailed instructions on how to use this portion of the application see 
Section 5 – Marine Reported On Action. 
 
Third Officer Action - will allow a Third officer to review a fitness report and complete an 
Addendum Page. For detailed instructions on how to use this portion of the application, see 
Section 6 – Third Officer Action. 
 
Senior Marine Representative (SMR) - will allow a SMR to view a fitness report and complete 
or review an Addendum Page. For detailed instructions on how to use this portion of the 
application, see Section 7 – Senior Marine Representative Action. 
 
Conduct Administrative Review - will allow for an administrative review of a fitness report 
and Addendum Pages. For detailed instructions on how to use this portion of the application, see 
Section 8 – Conduct Administrative Review. 
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2.6 PRINTING A FITNESS REPORT 
 
The PES application provides two ways to print a fitness report.  Using the printer icon as shown 
below in Figure 2-13, the user can print an entire fitness report to the default printer. 
  

 
                
 
    
 

Figure 2-13, Toolbar Printer Icon 
 
In addition, the application also allows for printing a current, single or multiple pages within a 
fitness report.  To print a complete fitness report, a single page or several pages, click the File 
Menu on the toolbar.  Drag the cursor to the Print option.  A window will open as shown below 
in Figure 2-14.  Within the Print Setup window, you can select the print range for the fitness 
report. 
 
Select All to print the entire fitness report. However, it should be noted that if you have selected 
“Not Observed” or “Extended” in block 5 of the fitness report, only pages 1, 5 and any 
addendum pages will be printed.  Select Current Page to print the page that is shown on your 
screen. Select Pages to print a set of pages from the fitness report.  Next to the pages option is a 
box for you to enter the page number(s) to be printed.  Once you have selected the page range 
you can select Print, Cancel or Printer Setup. 
 
Print will print the page range you selected to the default printer.  Cancel will close the Print 
Setup window and return you to the fitness report.  Printer Setup will allow you to modify the 
current print options.     

 
Figure 2-14, Print Setup  

Prints an entire Fitness Report to the default 
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Once you click on Printer Setup, a window will appear listing one or more print options specified 
by your default printer. Some of the options that may be available to you are as follows: 
 
• Printer Selection  
• Number of copies 
• Paper Selection 
 
 

2.7 SPELL CHECKING A REPORT 
 
Microsoft© Word 97© or 2000© must be installed in order for Spell Check to work. 
 
The PES application provides three ways to spell check a fitness report or addendum page.  
Using the spell check icon as shown below in Figure 2-15, the Edit menu in Figure 2 – 16, or by 
clicking the F7 button on the keyboard, the user can trigger the print option window to appear. 
  

 
Figure 2-15, Spell Check Edit Option 

 
The application allows for spell checking of reports in Draft mode only.  The current page or the 
whole report can be checked by means of the Spell Check Option window in Figure 2-17.   
 
 

 
Figure 2-16, Spell Check Option  

Triggers the Spell Check 
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To spell check just the viewable/current page justification boxes, select Just This Page.    

 
Figure 2-17, Just This Page Option  

 
To spell check the entire report’s justification boxes, select Entire Report. 

 
Figure 2-18, Entire Report Option  

 
Clicking Cancel will remove the option dialog. 
 
Any spelling errors in the justification fields will be checked against the Microsoft© Word© 
dictionary on the users’ machine.  Errors are prompt to be fixed, depending on the Spell Check 
settings defined in Microsoft© Word©. 

 
Figure 2-19, Microsoft Word© Spell Check Dialog  

 
 
Spell Check of the entire report will require cycling through all the pages in the FitRep, checking 
each of the justification fields for spelling errors. 
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A message box will appear at the end if spell check is completed successfully.  Any errors will 
also be reported via message boxes to the end-user. 
 

 
Figure 2-20, Spell Check Complete  
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3 REPORTING SENIOR ACTION 

 
To initiate the RS action, click the Reporting Senior Action box and press the [OK] button.  If 
the RS presses the [Cancel] button, the process is terminated. 

 
Figure 3-1,  Select Action 

 
The Reporting Senior (RS) has the capability to create a new fitness report using one of two 
methods or to open an existing fitness report. An RS can also complete Addendum Pages or open 
existing ones, if required.  Pressing [OK] with Reporting Senior Action selected causes the 
next screen to be displayed. 

 
Figure 3-2,  Select Action 
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Create a New Fitness Report – Interview Process – will open a series of Interview Process 
Screens.  The first screen will be Input selection and data on the Marine Reported On (MRO) – 
Section 3.1.1. 
 
Create a New Fitness Report – Go Directly to Form – will take the RS to page 1 of the form – 
Section 3.2. 
 
Open Existing Fitness Report – will allow the RS to open an existing report that has been 
previously saved on diskette – Section 3.5. 
 
Open Existing Addendum Page – will allow the RS to open an existing addendum page created 
by an RO – Section 3.6. 
 
 

3.1 CREATE A NEW FITNESS REPORT – INTERVIEW PROCESS 
 
This action will allow the RS to complete the interview process to populate Section A. To 
execute this option, click the Create a New Fitness Report – Interview Process box and press 
the [OK] button. If the RS presses the [Cancel] button, the process is terminated.  

 
Figure 3-3,  RS Action 

 
Pressing [OK] with Create a New Fitness Report – Interview Process selected will initiate the 
interview process that is composed of the following screens: 
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3.1.1 Input Data on the Marine Reported On (MRO) 
   

 
Figure 3-4, Input Data on the Marine Reported On (MRO) 

 
Following the guidance in the MCO P1610.7E paragraphs 4003.1 and 4003.4,  
INSTRUCTIONS FOR COMPLETING SECTION A – enter the MRO’s Last Name, First 
Name, Middle Initial and SSN.  Select Grade from the pull down box.  Enter the Date of Rank in 
YYYYMMDD format or use the pull down box to activate a calendar to input the date.  If the 
MRO is “FROCKED” – enter this in the Date of Rank or select “FROCKED” from the calendar 
pull down box. 
 
Continue to enter PMOS, Billet MOS and Duty Assignment per paragraph 4003.1. 
 
The RS must select either [Prev], [Next], or [Close]. [Prev] allows the RS to move backwards to 
the previous screen.  If [Next] is selected, the RS is carried forward to the next screen in the 
interview process.  If [Close] is selected, the interview process is terminated. 
 

NOTE:  The [Prev], [Next], and [Close] buttons function consistently throughout the 
interview process.  The only exceptions are that the [Prev] button is not 
available on the initial screen, and the [Next] button on the final interview 
process screen carries the application forward to the fitness report form. 
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3.1.2 Input Data on the Reporting Senior (RS) 
 

 
Figure 3-5,  Input Data on the Reporting Senior (RS) 

 
Following the guidance in paragraph 4003.10, INSTRUCTIONS FOR COMPLETING 
SECTION A – enter Last Name, Initials, SSN and Duty Assignment.  Select Service and Grade 
from the pull down boxes.  If the RS is a Foreign Military Service (FMS) member, leave SSN 
blank.  Note:  In special instances only, the Reporting Official may leave the SSN field blank due 
to privacy or security concerns. 
 
 

3.1.3 Input Data on the Reviewing Officer (RO)   

 
Figure 3-6,  Input Data on the Reviewing Officer (RO) 
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Following the guidance in paragraph 4003.11, INSTRUCTIONS FOR COMPLETING 
SECTION A – enter Last Name, Initials, SSN and Duty Assignment.  Select Service or Grade 
from the pull down boxes.  If the RO is unknown at this time, this screen can be left blank.  If the 
RO is a FMS member, leave SSN blank.  Note:  In special instances only, the Reporting Official 
may leave the SSN field blank due to privacy or security concerns 
 
 

3.1.4 Organization for the MRO 

  
Figure 3-7,  Organization for the MRO 

 
Following the guidance in paragraph 4003.2, INSTRUCTIONS FOR COMPLETING 
SECTION A – enter MCC, RUC, and Unit Description.  
 
 

3.1.5 Choose the Occasion Code for this Report 
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Figure 3-8,  Occasion Code 
 
Following the guidance in paragraph 4003.3, INSTRUCTIONS FOR COMPLETING 
SECTION A – use the pull down box to enter the Occasion Code, click a code from the list 
provided or press first letter of the code to cycle through choices.  
 

3.1.6 Enter the Beginning and Ending Dates for the Reporting Period Covered by this 
Report 

 

 
Figure 3-9,  Reporting Period 

 
 
Following the guidance in paragraph 4003.3, INSTRUCTIONS FOR COMPLETING 
SECTION A – enter the date in either YYYYMMDD format for FROM DATE and TO DATE 
or use the calendar button to locate and enter these dates. 
  

3.1.7 Choose the “TYPE” for this Report 
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Figure 3-10,  Type 
 
Following the guidance in paragraph 4003.3, INSTRUCTIONS FOR COMPLETING 
SECTION A – click the pull down box and select the appropriate code or click on the code from 
the key list provided.  
 

3.1.8 Special Case:  Adverse, Not Observed and/or Extended 

 
Figure 3-11,  Special Case 

 
Following the guidance in paragraph 4003.5, INSTRUCTIONS FOR COMPLETING 
SECTION A – select:  none of the boxes, any single box, or the Adverse and Not Observed 
boxes together. 
 

3.1.9 Is this Marine the Subject of Any of the Following?   
(Commendatory Material, Derogatory Material and/or Disciplinary Action) 

 

 
Figure 3-12,  Commendatory Material, Derogatory Material and/or Disciplinary Action 

 
 
Following the guidance in paragraph 4003.6, INSTRUCTIONS FOR COMPLETING 
SECTION A – as appropriate, mark none, one, or any combination of these boxes.   
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3.1.10 Is this Marine Recommended for Promotion? 
 

 
Figure 3-13,  Marine Recommended for Promotion 

 
Following the guidance in paragraph 4003.7, INSTRUCTIONS FOR COMPLETING 
SECTION A – select any single box or none of the boxes. 
 

3.1.11 Special Information - Qualifications 
 

 
Figure 3-14,  Special Information - Qualifications 

 
Following the guidance in paragraph 4003.8, INSTRUCTIONS FOR COMPLETING 
SECTION A – enter rifle and pistol qualifications.  First, select the rifle or pistol qualification 
box.  Then using the appropriate pull down arrow, select from the qualification list.  The 
qualification may also be entered by clicking the description listed under “Qualification”. 
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3.1.12 Special Information - PFT 
 

  
Figure 3-15,  Special Information - PFT 

 
Following the guidance in paragraph 4003.8, INSTRUCTIONS FOR COMPLETING 
SECTION A – enter the 4- letter/digit code that reflects the physical fitness test score status.  
Using the pull down arrow, select from the qualification list or click on the qualification from the 
list provided.  For Qualifications of A, B, C and F – the RS is required to enter a score in the 
range of 001 to 300. 
 

3.1.13 Special Information – Status 

 
Figure 3-16,   Special Information – Status  

 
This screen will only appear if the MRO is a Gunnery Sergeant. 
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Following the guidance in paragraph 4003.8, INSTRUCTIONS FOR COMPLETING 
SECTION A – mark “M” for Master Sergeant or “F” for First Sergeant to indicate the MRO’s 
promotion preference. 
 

3.1.14 Special Information – Height / Weight 

  
 Figure 3-17,  Special Information – Height / Weight   

 
Following the guidance in paragraph 4003.8, INSTRUCTIONS FOR COMPLETING 
SECTION A – enter the accurate height in inches and accurate weight in pounds.  If the MRO 
exceeds the HT / WT standards, enter body fat percentage as a 1 or 2 digit number. 
 
To view the HT / WT chart, click on Help and type the word “weight” in the index.  Then double 
click on weight. 
 

3.1.15 Special Information – Reserve Component 

  
Figure 3-18, Special Information – Reserve Component 

 
Following the guidance in paragraph 4003.8, INSTRUCTIONS FOR COMPLETING 
SECTION A – click the pull down arrow to select the Reserve Component or select from the 
Reserve Component list.  This screen will be left blank for active duty Marines. 
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3.1.16 Duty Preference 

 
Figure 3-19,  Duty Preference 

 
Following the guidance in paragraph 4003.9, INSTRUCTIONS FOR COMPLETING 
SECTION A – use the pull down arrow to select the appropriate three-character code indicating 
the first, second, and third duty preferences. 
 
The list provided does not include all duty preference codes, but is a list of the most commonly 
used codes.  See MCO P1080._, MCTFS Codes Manual, for additional choices for duty 
preference codes. 
 
This completes the Interview Process. If  [Next] is selected, the RS is carried forward to the draft 
fitness report with the data collected during the Interview Process populated in Section A. See 
Sections 3.2.1 through 3.5 for instructions on completing the remainder of the fitness report.  
 
 

3.2 CREATE A NEW FITNESS REPORT – GO DIRECTLY TO FORM 
 
This action will allow the RS to bypass the interview process and complete the report by entering 
information directly on the form. To execute this option, click the Create a New Fitness Report 
– Go Directly to Form box and press the [OK] button. If the RS presses the [Cancel] button, 
the process is terminated. 
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Figure 3-20,  Select Action 
 
Pressing [OK] with Create a New Fitness Report – Go Directly To Form selected will display 
the following screens:  
 

3.2.1 Section A – Administrative Information 
  
If the RS used the Interview Process to create the report, data collected during the interview is 
populated in draft Section A. If required, the RS can edit the data displayed by either editing a 
specific data block or using the pull down box features.  Any data the RS did not enter in the 
interview process can be entered directly onto the form.   
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Figure 3-21,  Section A 
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If the RS did not use the interview process to create the report, all Section A information must be 
entered manually, per the instructions provided in MCO P1610.7E, PERFORMANCE 
EVALUATION SYSTEM (SHORT TITLE:  PES). 
 

3.2.2 Section B – Billet Description 
 
Guidance for completing Section B, Billet Description, is contained in paragraph 4004, 
INSTRUCTIONS FOR COMPLETING SECTION B (BILLET DESCRIPTION). For 
Extended Reports, this section is not accessible. There is spell-checking capability associated 
with this section.  
 

3.2.3 Section C – Billet Accomplishments 
 
Guidance for completing Section C, Billet Accomplishments, is contained in paragraph 4005, 
INSTRUCTIONS FOR COMPLETING SECTION C (BILLET ACCOMPLISHMENTS). 
For Extended and Not Observed Reports, this section is not accessible.  There is spell-checking 
capability associated with this section.   
 

3.2.4 Section D – Mission Accomplishment; Section E – Individual Character; Section F - 
Leadership; and Section G – Intellect and Wisdom 

 
For Extended and Not Observed Reports, this section will not be accessible.  All attributes are 
automatically left blank for Extended Reports. All attributes are automatically marked “N/O” for 
Not Observed Reports.  
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Figure 3-22,  Sections D and E  
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Figure 3-23, Section F 
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Figure 3-24, Section G 

 



04/12/2001 3-18  
PES 

 
3.2.5 Section H - FULFILLMENT OF EVALUATION RESPONSIBLITIES 

 

 
Figure 3-25,  Section H 

 
Guidance for completing Sections D, E, F, G and H, are contained in paragraphs 4006 through 
4011.    All marks of “A”, “F” and “G” require written justification in the block provided below 
the section. While the RS can move forward to the next section without completing the required 
justification, the fitness report can not be prepared as a final version until the required 
justification is completed.  The justification box for each section is not accessible, unless a mark 
of “A”, “F” or “G” is entered for at least one attribute in that section. There is spell-checking 
capability associated with the justification sections.   
 

3.2.6 Section I - DIRECTED AND ADDITIONAL COMMENTS 

 
Figure 3-26,  Section I 
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Guidance for completing Section I, is contained in paragraph 4012, INSTRUCTIONS FOR 
COMPLETING SECTION I. There is spell checking capability associated with this section.   
 

3.2.7 Section J - CERTIFICATION 

 
Figure 3-27,  Section J 

 
Guidance for completing Section J is contained in paragraph 4013, INSTRUCTIONS FOR 
COMPLETING SECTION J.  A calendar button is provided to assist the RS in completing the 
date.  The RS can also elect to enter the date in the space provided in YYYYMMDD format. 
 
 

3.3 COMPLETING THE ADDENDUM PAGE 
 
Save the report before adding an Addendum Page. 
 
The RS can create an Addendum Page by clicking the box with the question “Addendum Page 
Attached” in Section L, and then clicking “ADD” on the toolbar.  The Addendum Page will 
appear as the last page of the report. Data for MRO and RS will automatically populate each 
Addendum Page.  The RS must enter information for the General / Senior Officer information if 
the report is adverse. Guidance for completing the Addendum Page is contained in paragraph 
4015, INSTRUCTION FOR COMPLETING  SECTION L (ADDENDUM PAGE) . There is 
spell-checking capability associated with this section.   
 
 
If the RS determines an Addendum Page is not required, it can be deleted in two ways.  The 
preferred method is to go to the Addendum Page to be deleted and click the “Delete Addendum 
Page” toolbar icon (signified by the letters “ADD” crossed out with an “X”). 
 
The second method to delete an Addendum Page is to de-select the “X” in the check box in 
Section L of the fitness report.  WARNING: This will delete all Addendum Pages you have added 
to this fitness report.  If you accidentally delete Addendum Pages, exit the FitRep without saving 
your changes and then reopen the original file per Section 3.5, Open an Existing Fitness Report.   
 
 

3.4 RS DECISION POINT 
 
At this stage in preparing the fitness report, the RS has two options: 
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3.4.1 Save the Report to a Floppy Diskette as a Draft Report    
 
With this option, the RS can save the draft report to floppy diskette.  Fitness report files are 
saved in the format using the status of report (Draft), the MRO’s name, the Occasion Code, and 
from and to dates for the report.  The file is given the extension “.PES”.  Thus, an example of a 
saved draft fitness report would be “DraftSMITHAN1998010119981231.PES”. When ready to 
resume work on the draft report, the RS can return to the fitness report by using “Open an 
Existing Fitness Report” to open the draft. The RS can then continue to make changes to Section 
A through J.  (see Section 3.5)   
 
The option to run spell check will appear if the report has not been spell checked.  For 
instructions on how to use spell check, see Section 2.7. 
 
If the report is saved as a draft, the words “Draft Copy” will appear at the top of each page when 
the report is printed.  This copy is not acceptable at HQMC. 
 

3.4.2 Save the Report to a Floppy Diskette as a Final Report 
 
This option allows the RS to save the final fitness report to floppy disk in the format using the 
status of report (Final), the MRO’s name, the Occasion Code, and from and to dates for the 
report.  The file is given the extension “.PES”.  An example of a saved final report would be 
“FinalSMITHAN1998010119981231.PES”.  
 
Before the fitness report can be saved as a final report, the RS must finalize the fitness report by 
selecting the “Final” icon on the toolbar and making the corrections as noted.  The fitness report 
will not finalize until all corrections are made. 
 
Once the report is finalized, no changes can be made to Sections A through J unless the report 
is converted back to a draft by clicking the “DRFT” icon on the toolbar. 
 
If the report is finalized, it will print as a final (the words “Draft Copy” will not appear at the top 
of each page).  The finalized report can be signed and forwarded to the Reviewing Officer.  
Reporting Seniors must provide signed copies of all reports to the MRO. 
 
If the report is adverse and the Marine Reported On elected to make a statement, go to  Section  5 
– Marine Reported On Action. 
 
 

3.5   OPEN AN EXISTING FITNESS REPORT 
 
This action will allow the RS to open a fitness report that was saved during a previous session. 
To execute this option, click the Open Existing Fitness Report box and press the [OK] button.  
If the RS presses the [Cancel] button, the process is terminated. 
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Figure 3-28, RS Action 

 
If the RS selects Open Existing Fitness Report and presses the [OK] button – the RS will be 
asked to select a Fitness Report on the diskette.  The RS will have the capability to work with 
either draft or final versions of fitness reports.  However, a final version must be converted to a 
draft before changes can be made to the information.  This is accomplished by opening the final 
report and clicking the “DRFT: icon on the toolbar. Once the RS has completed the fitness 
report, it should be finalized and saved according to the instructions in Section 3.4.2. 

 
Figure 3-29, Open Existing Fitness Report 

 
 

3.6 OPEN AN EXISTING ADDENDUM PAGE 
 
This action will allow the RS to open a fitness report that was saved during a previous session. 
To execute this option, click the Open Existing Addendum Page box and press the [OK] 
button.  If the RS presses the [Cancel] button, the process is terminated. 
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Figure 3-30,  RS Action 

 
If the RS selects Open Existing Addendum Page and presses the [OK] button – the RS will be 
asked to select an Addendum Page on the diskette.  The RS will have the capability to work with 
a final version of an addendum page.  The final version can not be converted to a draft; therefore, 
changes can’t be made to the information. This page is strictly for viewing purposes. 

 
 

Figure 3-31, Open Existing Addendum Page 
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4 REVIEWING OFFICER ACTION 
 
To initiate the RO action, click the Reviewing Officer Action box and press the OK button.  If 
the RS presses the Cancel button, the process is terminated. 
 

 
Figure 4-1, Select Action  

 
The Reviewing Officer (RO) has the capability to review a final fitness report using the PES 
Windows Front End Subsystem, and if necessary, to create a new Addendum Page, to open an 
existing one, or open an MRO’s Addendum Page. 
 

 
Figure 4-2,  Select Action 
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Open Fitness Report – allows the RO to open a final fitness report and create Addendum Pages 
within the final fitness report file – Sections 4.1 and 4.2. 
 
Create New Addendum Page(s)  – allows the RO to create a new Addendum Page that is saved 
as a separate file - Section 4.3.  This option should only be used when the RO does not have 
access to the original final fitness report file. 
 
Open Existing Addendum Page – allows the RO to open an Addendum Page created and saved 
during a previous session - Section 4.5. 
 
Open Existing MRO Addendum Page – allows the RO to open a MRO Addendum Page 
created and saved during a previous session - Section 4.6. 
 
 

4.1 OPEN FITNESS REPORT 
 
This action will allow the RO to open a fitness report that was finalized by the RS. To execute 
this option, click the Open Fitness Report  box and press the [OK] button. If the RO presses the 
[Cancel] button, the process is terminated 

 
 

 
Figure 4-3,  RO Action 

 
If Reviewing Officer selects the Open Fitness Report – and presses the [OK] button – the RO 
will be asked to select a fitness report on the diskette.   
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Figure 4-4, Open Existing Fitness Report 

 
The RO can only review the final report and will not be able to make changes to Sections A 
through J nor convert the final report to a draft.  If the report requires administrative or 
procedural corrections, it must be returned to the Reporting Senior for correction. 
 
Select the fitness report to open and press the [Open] button.  Once the final report opens, click  
the right arrow key on the toolbar to review each page of the report.  On page 5, scroll down to 
Section K to fill in required RO information per paragraph 4014, INSTRUCTIONS FOR 
COMPLETING SECTION K (REVIEWING OFFICER COMMENTS).  
 
Once you have completed the required fields, you can create an Addendum Page within this file 
(Section 4.3), if desired, or finalize the report (Section 4.4.5). 
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Figure 4-5,  Section K  
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4.2 CREATE NEW ADDENDUM PAGE FROM WITHIN A FITNESS REPORT 
 
Save the report before creating an Addendum Page. 
 
The RO can create an Addendum Page by clicking the box next to the question “Addendum Page 
Attached” in Section L, and then clicking “ADD” on the toolbar.  If the RS already attached an 
Addendum Page to the report, the box will already be checked. The new Addendum Page will 
appear as the last page of the report. Data for MRO and RO will automatically populate each 
new Addendum Page.  The RO must enter information for the General / Senior Officer 
information if the report is adverse.  Guidance for completing the Addendum Page is contained 
in paragraph 4015, INSTRUCTION FOR COMPLETING  SECTION L (ADDENDUM 
PAGE) . 
 
The option to run spell check will appear if the report has not been spell checked.  For 
instructions on how to use spell check, see Section 2.7. 
 
If the RO determines an Addendum Page is not required, it can be deleted in two ways.  The 
preferred method is to go to the Addendum Page to be deleted and click the “Delete Addendum 
Page” toolbar icon (signified by the letters “ADD” crossed out with an “X”). 
 
The second method to delete an Addendum Page is to de-select the “X” in the check box in 
Section L of the fitness report.  WARNING: This will delete all Addendum Pages you have added 
to this fitness report.  If you accidentally delete Addendum Pages, exit the FitRep without saving 
your changes and then reopen the original file per Section 3.5, Open an Existing Fitness Report.  
 
 

4.3 CREATE A NEW ADDENDUM PAGE(s) 
 
This action allows a new Addendum Page(s) to be created in a file separate from the original 
FitRep file created by the RS.  To execute this option, click the Create a New Addendum Page 
box and press the [OK] button. Pressing the [Cancel] button will terminate the process. 
 

 
Figure 4-6, RO Action 

 
This option should only be used if the RO does not have access to the original fitness report final 
created by the Reporting Senior.   If the original was already forwarded to HQMC and the RO 
has access to the original file, complete the Addendum Page per Section 4.2, print the final 
report, and forward only the new Addendum Page to HQMC. 
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If Create a New Addendum Page(s) is selected and the OK button is pressed – a new 
Addendum Page and file will be created.  All information must be entered consistent with the 
guidance contained in paragraph 4014 of the MCO P1610.7E.    
 
 

4.4 COMPLETING THE ADDENDUM PAGE 

 
Figure 4-7, Addendum Page 
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Following the guidance in paragraph 4015, INSTRUCTIONS FOR COMPLETING 
SECTION A – enter Last Name, First Name, Middle Initial and SSN.  Enter the Grade or select 
it from the pull down box.  Enter the Occasion, From Date and To Date in YYYYMMDD 
format or use the pull down to activate a calendar to input the date. 
 
Continue by selecting the appropriate boxes in Section 3, Purpose, in accordance with paragraph 
4015. 
 

4.4.1 Section B - TEXT 
 
Following the guidance in paragraph 4015, INSTRUCTIONS FOR COMPLETING 
SECTION B – enter the statement.  
 

4.4.2 Section C - SUBMITTED BY 
 
Following the guidance in paragraph 4015, INSTRUCTIONS FOR COMPLETING 
SECTION C – enter Last Name, First Name, Middle Initial and SSN.  Enter the Grade or select 
it from the pull down box. Enter Service or select it from the pull down box. Enter the Date in 
YYYYMMDD format or use the pull down to activate a calendar to input the date. 
 

4.4.3 Section D - GENERAL/SENIOR OFFICER ADVERSE REPORT SIGHTING 
 
Following the guidance in paragraph 4015, INSTRUCTIONS FOR COMPLETING 
SECTION D – enter Last Name, First Name, Middle Initial and SSN of the General  / Senior 
Officer who will be sighting the report.  Enter the Grade or select it from the pull down box. 
Enter Service or select if from the pull down box. Enter the Date in YYYYMMDD format or use 
the pull down to activate a calendar to input the date. Enter the Title of the General  / Senior 
Officer. 
 

4.4.4 Save the Addendum Page to a Floppy Diskette as a Draft     
 
To save the draft Addendum Page to floppy diskette, select File, Save from the toolbar.   
Addendum Page files are saved in the format using the status of report (Draft), the MRO’s last 
name, the MRO’s first name, and the MRO’s initials.  The file is given the extension “.ADD”.  
Thus, an example of a saved draft Addendum Page would be “DraftSMITHJOHNJ.ADD”.  
When ready to resume work on the draft report, return to the Addendum Page by selecting 
“Open Existing Addendum Page” per Section 4.5. 
 
The option to run spell check will appear if the report has not been spell checked.  For 
instructions on how to use spell check, see Section 2.7. 
 
If the page is saved as a draft, the words “Draft Copy” will appear at the top of each page when 
the Addendum Page is printed.  This copy is not acceptable at HQMC. 
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4.4.5 Save the Addendum Page to a Floppy Diskette as a Final 
 
This option allows the final Addendum Page to be saved to floppy disk in the format using the 
status of report (Final), the MRO’s last name, the MRO’s first name, and the MRO’s initials.  
The file is given the extension “.ADD”.  Thus, an example of a saved final Addendum Page 
would be “FinalSMITHJOHNJ.ADD”. 
 
Before the Addendum Page can be saved as a final, it must be finalized by selecting the “Final” 
icon on the toolbar and making the corrections as noted.  The Addendum Page will not finalize 
until all corrections are made. 
 
Once the Addendum Page is finalized, no changes can be made unless it is converted back to a 
draft by clicking the “DRFT” icon on the toolbar. 
 
If the Addendum Page is finalized, it will print as a final (the words “Draft Copy” will not appear 
at the top of each page).  The finalized page can be signed and forwarded per the guidance in 
MCO P1610.7E. 
 
 

4.5 OPEN EXISTING ADDENDUM PAGE(s) 
 
This action allows an existing Addendum Page with the “.ADD” extension to be opened and 
modified.  To execute this option, click the Open Existing Addendum Page(s) box and press 
the [OK] button. Pressing the [Cancel] button terminates the process. 

 
Figure 4-8, Open Existing Addendum Page(s) 

 
If this option is selected you will be asked to select an Addendum Page on the diskette.  

 
Figure 4-9, Existing Addendum Page 
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You will have the capability to view the Addendum Page and modify it, if desired.  To modify an 
existing Addendum Page, ensure you are in draft mode by clicking on the “DRFT” button on the 
toolbar.  To create an additional Addendum Page within this file, click on the “ADD” button on 
the toolbar. 
 
 

4.6 OPEN EXISTING MRO ADDENDUM PAGE(s) 
 
This action allows an existing MRO Addendum Page with the “.ADD” extension to be opened.  
To execute this option, click the Open Existing MRO Addendum Page(s) box and press the 
[OK] button. Pressing the [Cancel] button terminates the process. 

 
 

Figure 4-10, Open Existing Addendum Page(s) 
 

If this option is selected you will be asked to select an Addendum Page on the diskette.  

 
Figure 4-11, Existing Addendum Page 

 
You will have the capability to view the Addendum Page; no modification will be possible. 
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5 MARINE REPORTED ON ACTION 
 
To initiate this action, click on the Marine Reported On Action box and press the [OK] button.  
If the [Cancel] button is pressed, the process is terminated. 
 

 
 

Figure 5-1, Select Action 
 
The Marine Reported On (MRO) has the capability to create a new Addendum Page or to open 
an existing one. 

 
Figure 5-2, Select Action 
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Figure 5-3, MRO Action  

 
Create New Addendum Page(s)  – allows the MRO to create a new Addendum Page that is 
saved as a separate file.   Refer to Sections 4.3 and 4.4 for instructions on creating a new 
Addendum Page.  
 

 
Figure 5-4, MRO Action 

 
Open Existing Addendum Page – allows the MRO to open an Addendum Page created and 
saved during a previous session.  Refer to Section 4.5 for instructions on opening an existing 
Addendum Page(s). 
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6 THIRD OFFICER ACTION 
 
To initiate this action, click the 3rd Officer Action box and press the [OK] button.  If the 
[Cancel] button is pressed, the process is terminated. 
 

 
Figure 6-1, Select Action 

 
The 3rd Officer has the capability to create a new Addendum Page or to open an existing one. 
 

  
Figure 6-2, Select Action 
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Figure 6-3, 3rd Officer Action 

 
Create New Addendum Page(s)  – allows the 3rd Officer to create a new Addendum Page that 
is saved as a separate file.   Refer to Sections 4.3 and 4.4 for instructions on creating a New 
Addendum Page. 

 
Figure 6-4, 3rd Officer Action 

 
Open Existing Addendum Page – allows the 3rd Officer to open an Addendum Page created 
and saved during a previous session.  Refer to Section 4.5 for instructions on opening an existing 
Addendum Page(s). 
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7 SENIOR MARINE REPRESENTATIVE ACTION 
 
To initiate this action, click the Senior Marine Representative Action box and press the [OK] 
button.  If the [Cancel] button is pressed, the process is terminated. 
 

 
Figure 7-1, Select Action 

 
The Senior Marine Representative (SMR) has the capability to open an existing fitness report, 
create a new Addendum Page, or to open an existing Addendum Page. 

 
Figure 7-2, Select Action 
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7.1 OPEN FITNESS REPORT 

 
This action will allow the SMR to open a fitness report that was finalized by the RS. To execute 
this option, click the Open Fitness Report box and press the [OK] button. If the SMR presses 
the [Cancel] button, the process is terminated 

 
Figure 7-3, SMR Action 

 
If the Senior Marine Representative selects Open Fitness Report – and presses the [OK] button 
– the SMR will be asked to select a fitness report on the diskette.   

        
Figure 7-4, Open Existing Fitness Report 

 
The SMR can only review the final report and any Addendum Pages already created within the 
file.  The SMR will not be able to make changes to Sections A through K nor convert the final 
report to a draft but will be able to create Addendum Pages within this file.  If the report requires 
administrative or procedural corrections, it must be returned to the appropriate official for 
correction. 
 
Select the fitness report to open and press the [Open] button.  Once the final report opens, click 
on right arrow key on the toolbar to review each page of the report.   
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Once you have completed your review, you can create an Addendum Page within this file. 
 
 

7.2 CREATE NEW ADDENDUM PAGE FROM WITHIN A FITNESS REPORT 
 
Save the report before creating an Addendum Page. 
 
The SMR can create an Addendum Page by clicking on the box to the question “Addendum Page 
Attached” in Section L, and then clicking “ADD” on the toolbar.  If an Addendum Page is 
already attached to the report, the box will already be checked. The new Addendum Page will 
appear as the last page of the report. Data for MRO and SMR will automatically populate each 
new Addendum Page.  The SMR must enter information for the General / Senior Officer 
information if the report is adverse.  Guidance for completing the Addendum Page is contained 
in paragraph 4015, INSTRUCTION FOR COMPLETING  SECTION L (ADDENDUM 
PAGE). 
 
If the SMR determines an Addendum Page is not required, it can be deleted in two ways.  The 
preferred method is to go to the Addendum Page to be deleted and click the “Delete Addendum 
Page” toolbar icon (signified by the letters “ADD” crossed out with an “X”). 
 
The second method to delete and Addendum Page is to de-select the “X” in the check box in 
Section L of the fitness report.  WARNING: This will delete all Addendum Pages you have added 
to this fitness report.  If you accidentally delete Addendum Pages, exit the FitRep without saving 
your changes and then reopen the original file per Section 3.5, Open an Existing Fitness Report. 
 
 

7.3 CREATE A NEW ADDENDUM PAGE (s) 
 

 
Figure 7-5, Senior Marine Representative Action 

 
Create New Addendum Page(s)  – allows the SMR to create a new Addendum Page that is 
saved as a separate file.   Refer to Sections 4.3 and 4.4 for instructions on creating a new 
Addendum Page. 
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7.4 OPEN EXISTING ADDENDUM PAGE(S) 

 
 

Figure 7-6, Senior Marine Representative Action 
 

Open Existing Addendum Page – allows the SMR to open an Addendum Page created and 
saved during a previous session.  Refer to Section 4.5 for instructions on opening an existing 
Addendum Page(s). 
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8 CONDUCT ADMINISTRATIVE REVIEW 
 
To initiate this action, click the Conduct Administrative Review box and press the [OK] 
button.  If the [Cancel] button is pressed, the process is terminated. 

 
Figure 8-1, Select Action 

 
This action will allow the administrator to review a final fitness report or addendum page for 
procedural and administrative correctness.  The individual conducting the administrative review 
will be asked to select a fitness report on the diskette. Select that either fitness reports or 
addendum pages (*.PES or *.ADD) are shown by clicking the drop-down box to the right of the 
Files of Type box. 

 
Figure 8-2, Open Existing Fitness Report/Addendum Page 
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9 TRANSMITTING FITNESS REPORTS TO MMSB FOR PROCESSING 
 

9.1 FORWARD VIA US MAIL 
 
MCO P1610.7E, CHAPTER 7 provides guidance on the submission of completed reports.  
Concurrent with the guidance contained in MCO P1610.7E, completed reports will be mailed to 
Commandant of the Marine Corps (MMSB-32), Headquarters, Marine Corps, 2008 Elliot Road, 
Quantico, VA  22134-5030. 

 
9.2 FORWARD VIA ELECTRONIC SUBMISSION 

 
At this time, electronic submission is not available.  All reports must be submitted via hand 
delivery or mail service. 
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PES WinFE User Comment Form 
 

From: _______________________ 
           _______________________ 
           _______________________ 
 
           Personnel Management Support Branch (MMSB) 
 Personnel Management Division 
           Headquarters, U. S. Marine Corps 
 2008 Elliot Road 
 Quantico, VA 22134-5030 
 
 
 
 
 
 
 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Fold Here _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _  
 
 

Please identify the version of the PES WinFE application you are using: ________ 
 
Please identify as much information as possible about your computer: 
 
Manufacturer: _______________________  Total Hard Drive Space: _____________ MB or GB 
Model: ____________________________  Available Hard Drive Space: _____________ MB or GB 
       Memory (RAM): _____________MB 
 
Operating System: (Circle One):  Windows 95  /  Windows 98  /  Windows NT 4.0 / Windows 2000 
CPU: (Circle One)      486  /  Pentium  /  Pentium II  /  Pentium III / Other __________________ 
 
Additional Information: 
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________ 
 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Fold Here _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  
 

Comments/Suggestions/Recommendations for system enhancements (continue on reverse if necessary):  
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________
___________________________________________________________________ 
Point of Contact Information: Name: ____________ Phone: ____________ E-mail: ____________ 
 (Optional)   
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